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ABSTRACT 

The course is designed to reinforce aachine shorthand 
theory with eaphasis on taking dictation vith speed and accuracy. In 
this course, students are expected to complete the basic theory of 
techniques for writing sounds, in coBbinations of letters of the 
alphabet, on the keyboard of a touch shorthand aachine; to increase 
their recording speeds; and to expand typewritten transcription 
practice. Machines are part of the classroom equipaent. The guide 
outlines performance objectives, course content, suggested 
procedures, strategies, learning activities, evaluative instruments, 
and resources for students and teachers. An appendix provides a 
pretest, keyboard test, abbreviation test, typewriting centering 
test, and touch note tests. (MW) 
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COURSE TITLE— MACHINE SHORTHAND DICTATION 



II. COURSE NUMBER— 7706.33 
III. COURTS JSSCRimON 
A* Synopsis 

Deeigned to reinforce machine ohorthand theory with emphasis on 
taking dictation with speed and acouracy. 

B. Ocoupational Relationships 

Conference and convention reporter Journalist 
Court reporter Teohnical secretary 

Stenographer Medical/legal secretary 

Secretary Sxeoutlve secretary 

C* Grouping 

Ifachlne Shorthand Dictation may be offered to various size groups: 
(l) standard class slze^l6 to 30 students; (2) small— >2 to 1^ 
students; or (3) an individual student. The students, especially 
thos|» on independent study, must receive adequate orientation on 
the use of instructional tapes and equlpioent. 

D* Rationale 

In this course, students are expected to complete the basic theory 
of techniques for writing sounds. In combinations of letters of 
the alphabet, on the keyboard of a touch shorthand nachlne; to 
increase their recording speeds; and to expand typewritten trans~ 
crlption pmctlce* Machines are part of the classroom equipment. 

When students have completed this coxirse, they are expected to 
liave achieved a skill in taking dictation that is comparable to 
the skill of students completing Coxirse No. 7706* 31 1 i^ihorthajid 
Dictation* Beginning with the next course. Ho. 7706*41| 
Shorthand Basic Transcription, machine and manual shorthand 
students will share learning opportunities. 

Upon completion of this course, if a student evidences a weakness 
in bas!ic skills, he should be encoumged to enroll in Course No. 
7706. 34 » Intensive Review of Ilachine Shorthand Theory. If hie 
skills are excellent, the next couirse is Shorthand Basic 
Transcription. 

I/. COURSE EdiHOLLMSHT OUII; .UIiI^^m 

A» Student Classification— ^o-«ducational; grades 11-12 

3. Prior Experiences deeded 

Stxadents should have attained the objectives of Course ko, 7706.22, 
Intermediate Machine bhortiiand Theory, and Course Ho, 7704.21, 
Business Applications of Typewriting Skills* 
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ZV. COURSS SHaOLLKSNT QUimilOSS, Gontinutd 



C. Pretest 

k protest for this course ia for students with prior machine 
■horthMid esperlenoe. The pretest should i&easurs the objectives 
for the prior oouraes in machine shorthand and typing; as well 
as the objectives for this course so that each student laay be 
placed in the sequence of skill learning at a place that is 
appropriate for him* l^uocessful completion of the pretest will 
indicate that a student should progress to the next course. 

V. COURSB OF STUm FSRFORNaifC^ 0BJBCTXV5S 

Upon successful coapletion of this course, students will be able to — 

1. write touch shorthand from dictation of practiced naterlal for 
two Dinutes at a niniaiva rate of 60 words a minute; 

2. transcribe on the typewriter from touch shorthand notes in 
Item 1, following oral or written instructions as to oar^ns or 
line length, spacing, and other items; 

3* read given touch note material at the rate of 140 words a minute; 

4* apply spelling rules in writing short forms on the machine, and 
spell words coxrectly in longliand or on the typewriter; 

5* write three-stroke words in touch shorthand; 

6* apply rules of punctuation in writing touch shorthand on the 
machine; 

7. write given touch shortltand words containing; letter corabinationH 
which represent abbreviations, consonant compounds, word coiindo, 
word phrases, prefixes, and suffixes with iiO percent accuracy; 
and 

'0, write touch shorthand material which includes numberc with bO 
percent accuracy. 

A. Qqidpment and Supplies 
1. Basic 

a. Shorthand machine (Stenograph or Stenotype} for each 
student 

b. Tripod for each student 

c. Chair for each student (suitable for good typing posture) 

d. Typewriter for each student (manual or electric) 

e. Table for typewriter, 20" x 40'», adjustable in hei:^it 

f . Touch shorthand textbook for each student 

S* Tape recorder (one or more) and listening stations 
h. Tapes, magnetic, with pre-recorded lessons 
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VI. COUaSB CCEPBHT, Continued 

t ^C^Ur^S-^coraU -,p, olUat stop 

t ^rP^^r.T/ahortha«4 oaohin. 
B, P«ne or pencils 

rS**^rthand workbook for eaoh rtudout (individual 

« P~-»iotation Activities (studwit) 

ir Se?\Sp shortly"'* "^"^ ~ 
2. Put tap* in naohines 

J. insert «*!*r^^» *»!!!'^'Sard charts on taMee 

!!'*^oS^-^yes. a»s. bod,. les«. b3»lB 

^' ^^"^re Should be curved properly on hoM r«« toys 
V. ^xls^Tii-^rs Should be quick and e»«»th 

]), puDdaoental Slcills 
1, Touch notes 

a. Reading 

\>» Tronsori^inS 

Ir^Snjto^ctXy in touch shortl^nd 

b. IJ^ilSI correctly in transcrxpt.on 

c. Word usage 

3, Proofreading 

a. On shorthand tape 

T), In transcrihed material 

4, Punctuation 

a. On shorthand tape 

5, iJ^T^^tnTlr^^ en the typevritor 
a, Blite typewriter 

S;riroS.l'Srv:"ical oenterih. on the typewriter 
a. Baokspace-from-center aexnoa 
Hathenatioal method 

^' Kfe l^ortn/p«»ntatioa «ay vary aco,di»S to the tex.- 

r'l^ntii keys (w. ^. B. H, M, 0. ^. ^) 
m,^, H». racB. Oh, SH, OL. cm, RJ) 
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VI, C0URS5 COSTSIfT, Contlnuod 



4* Final oonooauit oompoundB (RM, MT, M^, RH, KU; GU, Ui, ISii 
HD, U), RB, fill, BD, VD» VU, ^0, Cli| IT, UU, JS, UiiO, SiliC, 
MO, RJ, RK} 

5* Wox^l endiogs (riEaiT, Uiom, BOSf^, TIOICG, XSHUR) 
6. tford BOundB (VOR, VSR, FOR, SSR, 01} 
?• NuBt>or8 (3, 6, 5» 0} 

P» Maintaining^ and Caring for the Shorthand Machine 

1. During class 

2. At the ead of the olass period 

nU ^GGS&TBD PR0GS2XIRSS, smmUSS, AR]} IMRNIRO ACTIVITIES 

The isethod of teaching machine shorthand trill vary according to the 
nunter of students to he taught, availability of resourcest etc. 
The procedures best suited to present the content of this course 
will include teacher demonstrations, oral Instructions, instruction 
sheets, audio^visual presentations, and combinations of these methods. 
:»kill will be developed and analysed through practice sessions, 
skill technique drills, dictation perfoxnanoe drills, reading and 
transcribing practices, and evaluation procedures. 

The teaching tapes and study session forms available from Steno^ph 
will permit most students to proceed with the learning of this skill 
at their own rates. The teacher will need to supervise the learning 
situation and provide the proper equipment, including headsets, and 
give periodical tests to check on progress. These students may be 
scheduled into any olass that is based on individualised instruction. 

ether students may use the tapes and stud^' session forms, but they 
will need additional personal help from the teacher. 

If tapes and study session forms are not available, enou^ machines 
for a full class of touch shorthand students should be available, 
because the teacher will need to give oral instructions and dictation. 

The drills suggested in the preceding course outline (Intermediate 
f!achine Shorthand Theory) and the additional activities listed below 
will be especially helpful in a full-class situation but will be 
useful in all arrangements. The teacher is encouraged to recox<d 
these and other drills on magnetic tape for use by students who need 
such drills so that students not requiring them may spend their time 
in a manner more profitable to then. 

A. English Skill Drills 

Purpose: To enable the student to learn how to use correct 
vocabttlaxy, punctuation, spelling, and meanings in 
transcription. 
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VZI. SUQG^TSD PROCSSUHSS, STRiTSOXBS, AXD IMmiVQ ACTIVITIES;, Continued 



PROGSOURK 

laMrt ooaaaa in tranaoriptlon 
flM.t9ri»l$ foXloif punotitttion rules* 

Qivm » list of vooabulaxy words, add 
tho past tense to each word, spelling 
it oorreotly. 

In a list of vooabitlary words, each 
word oontaina one or more blank 
spaoes for lent letters in that 
word. Spell each word oorrectly 
filling; in the blank silent letters. 
SUHPLS: g;^ax<anteed strai^^t 
fto^nowle^ge 

Typing Drills 

Purposes To help students improve speed and accuracy in usin^ 
the typewriter—to increase transcription ability. 



TYHi OP SaiLL 
Punctuation Drill 



Word Snding Drill 



Spelling Drill 



TYPS OP DRIXX 



bpeei Drill 



Accuracy Drill 



Horizontal Centering 
Drill 

Spaoisg Drill 



FROCSDURS 

Give one-minute timings on easy 
material I stressing speed in type^ 
writing. Inorease the number of 
strokes eaoh timing. 

Goals for 20-seoond, l^-seoond, and 
12-second timings: Type as many 
words in the second and third timini^c 
as in the firct timing. 

Type given alphabetic material 
accurately. Only perfect lines will 
be counted in the five-oinute timing. 

Center typewritten material horison"" 
tally on the paper (elite or pica). 

Type material, inserting proper 
spacing before and after punctuation 
such as coffioas, colons, and periods. 



C. Field Trip 

Take the class on a field trip to a court trial to watch a court 
reporter operate a touch shorthand machine in taking notes of 
the courtroom prooeedinga. 
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VIZ. SUaCSSIISD PROGSSUSBti, smisazj^, mSSima ACTI/ITXSS, continued 



0» OuASt UpMker 

Xnvite a aeoMtary who uses touch shorthand in her work to come 
and 9p«ak to the class about her Job, 

BVAUIATIVS XKSTRUKBNIS 

The tests and drills included in this section are examples of the 
typ«8 of items that may be used to evaluate student progress. One 
su£sested test or drill to evaluate each oA^or item included in the 
course content is included in the Appendix. Bach includes instruct 
tions for students. At the teaoher*s discretion, other tests or 
drills isay bs used. The ev&luative items are: 



I1SM 

A. Keyboard Test 

B. Touch Kote Test 

C. Shorthand Speed Test 

D. 'rransoription Test 

£• Typewriting Centering Test 

F. Spelling Test 

G. Word Knowledge Test 

H. Abbreviation Test 



FUHFOSiB 

To measure the students* ability 
to locate letters and numbers on 
the shorthand naohine. 

To measure thsa students* ability 
to read maulxine shorthand within 
a given time. 

To o^aaure the amount of speed 
that has been gained by the students 
while writing shorthand on the 
naohioe. 

To measure the students* ability 
to read touch notes and transcribe 
them correctly on the typewriter. 

To measure the students* ability 
to center material horizontally on 
the typewriter. 

To determine if the students hAvt^ 
developed the ability to spell the 
vocabulary words correctly. 

To detexmine if the students have 
developed the ability to use words 
properly in sentence structure. 

To measure the stiidents* ability 
to write and transcribe shorthand 
abbreviations correctly. 



Pretest and Posttest 

The pretest and posttest sho\xld be parallel in construction and 
measure the student's achievement of all of the performance 
objectives of the course. 
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km Beoksi Handbooks, and/or Uorkbooles 

Kixdorf, Marion S.; Dun^^sm, Jon ft.; and Suogg, Roliert J* 
Oiotionary/Uandbook . Ukokiot stenograph, 1967. 

Sfixdorf, MairionS.; IHmgpji, Jon R»; and Ruegg, Robert J* 

IndlvidttaX Study Seseion Porws . Skckie: iitanograph, I967. 

Bixdorf t Marion 5* ; Sungan, Jon R. ; and Ruegs, Robert J* 
TOttoh Shorthands Bo ok 1 ^ Skokie: Stenograph, 1967, 

3. And: >-\ri8uaX Aids 

X. Tapes and Records 

Uixdorf, Marion S.j Ihjuusan, Jon R.; and Ruei;e, Robert J, 
Jiotation Record Uet. Book X . 30 win. Stenotiraph. 

Uixdorf, r<{arion Bun^, Jon R.; and Rue^^c, Robert J. 
Inetruction/Piotation Tape Set . X3 rain, per Xesson; 
avaiXabXe in either sin{;Xe-, two>, or three-ohanneX 
fom. Stenograph. 

2. Chart 

XndividuaX Shorthand llaohine keyboard. ;ikokie: Stenograph. 
X. RSSOURGSS FOR TSACHSRS 

A. Books and ParphXets 

Nizdorf, Marion B.; Dun^n, Jon H,; and Rue^;^, Robert J. 
Touch Shorthand Teacher's ManuaX. Book X . iikokiej 
Stenograph, X^7* 

Stenfart, iMarie M.| Iianhaia, Frank W.; ^^inuaer, K«)nneth. ansineas 
EngXish and Coanttnication . 3rd edition. Kew York: Gr^QC 
Division of NcGraw-HiXX Book Co., X96X. 

S. Touch Shortliand Ltttei . Skokies t^tenograph, Sept. L, 
Box 224, 8eni-«nnuaX. 

The Touch Shorthand femher B dnoationaX Course Guide. Skokie: 
Stenograph. 

Visaggi, John. Shorthand Speed DeveXoptnent and the .Qiotation 
Piso Record . New York: slotation Disc Company, X^«~ ~ 

B. Chart 

Shorthand Machine Keyboard Chart (for waXX). Skokie: Stenograph. 
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A P P E n D I X 
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Part Is Ability to Write Touch Uhorthaod 

Xnotruetlons to the teachers Dictate at 40 vords per minute for two 

mititttea* Alley p minutes for transcription* 

Ask John to tell you a etory* He is a sailor and likes to tell tales 
of the sea. He tells of Rio and Paris* (20) He tells tales of all seven 
seas. 

John tells of a tti^t he saw in January as ho took a tour in a (40) 
city in Spain* Be o&a also tell you of a trip he will take in Becember as 
he sails to the Bast* John will (60) take a tour of Japan in a car. He 
plans to see the country and people. 

Jolm is mally a top story teller. (80) 

Perfomanoe Points 

0-1 error 88 

2 errors 83 

3-4 errors 78 

5 errors 73 

6- 0 

Circle all errors to detensine points of Part I of Pretest. 



Part lit Ability to Spell 



Instructions to the teachers 



Dictate each word and the sentence that 
follws. Ask students to spell each word 
correctly, taking oare to spell the word 
according to the way it is used in the 
sentence. 



1. 


principal 


2. 


assistance 


3. 


except 


4. 


patience 


5. 


whether 


6. 


grate 


7. 


whole 


3. 


leased 


9. 


course 


10. 


site 



The principal source of energy is the sun. 

hfe ask yovassistanoe in building good morale. 

Sveryone except Ann was at school this moniing. 

Patience is a virtue when working with animals. 

We could not tell whether it would snow. 

The escapee has removed the grate from the main sewer. 

The whole class enjoyed the movie. 

The group leased the hall for one j«ar. 

The course of an argument is usually unpleasant. 

It is hard to build a hone on the mountain site. 



Perfomance 



Points 



10 correct 
$ wiorrect 
8 correct 
7 correct 
6 correct 
5- 



10 

9 
8 

7 
6 

0 
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Pretest^ Continued 



Add t08ethi»r points fOOMd in tho two 96 - XOO points A 

pftrt0 of tho Pvotost* Goaputo tha 90 -> 9$ points B 

oonposite grado reforrini; to tho 80 - 89 points C 

grodlng soilo on tho ri^U 10 - 79 points B 
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KEYBOARD TEST 



Instructions: Identify the keys shown on the diagram in terms of the 
listed numbers. 










I 




2 


1 




U 



12 



13 



14 



a 



16 



17 



19 



20 



21 



22 



1 . 


12 




6. 


J. 


4 


11. 


2, 3, n» 12 


• 


7 

» 


a 


7. 






12. 


15, 16, 17 


3. 


2, 


3 


8. 


U 




13. 


3 


4. 


0 




9, 


16 




14. 


21, 22 


3, 


10 




10. 


U 


13 


15. 


15 
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4BBRSVUTI0N TSST 



Xnotructlona; Write the following shorthand abbreviations at the rate 

of one per seoondy then transoribe then on the typewriter. 



eo 


file 


wrote 


about 


particular 


if 




whioh 


there 


reoember 


he 


they 


where 


accept 


infomation 


use 


ever 


would 


receive 


Wednesday 


Mr. 


oany 


think 


avenue 


Hovember 


why 


help 


order 


write 


October 


can 


very 


money 


August 


envelope 


did 


that 


today 


every 


February 




have 


could 


thank 


another 


Krs» 


been 


reply 


inform 


necessary 



WORD Klf OWUSDGIS TSST 

Instructionss Below are sentences that inolude two words that sould alike 
but are spelled differently and have different meanings. 
Read each sentence and underline the word that best 
completes the sentence. 

1. The girls laust cone in (alto^thexw^n together}) right now. 

2. It is (all ready— already) past the tine for delivery. 

3. Your oar Is (all ready— ^ready) for the trip. 

4. Your dog is (all ready—already} four years old. 

% (411 together-Altogether), the bills ooote to ^30,000. 

6. (AH together .^Altogsther) I two hundred people caoe to the ohurch. 

7. The package is (all. ready— already) for your birthday. 

8. Two hundred people have (all ready— already) sent their greetings. 

9. It costs (all together— alt ogdt her) too little money. 

10. It is (all together— altogether) 

11. Send my (complements— compliments) to the mayor. 

12. (It's— Its) seldom we receive a letter. 

13. Part 4450 (compliments— complements) the other part* 

14. The (compliment— complement) of the steering wheel is the sail. 
13. Several (compliments— oomolements) were received by the doctor. 
16* A (stationery— stationary) store can provide the paper. 

17. The (staticasary— stationary) presses wmighi several pounds. 

18. Several parts were removed from (its— it's) motor. 

19. (Statiooexy— Stationary) should reflect the company's good will. 

20. We know (its— it's) unusual to order a large sweater. 
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Xnst ructions: Leava a top headirv; of inohes. Remove all tab and 

nargin stops* Set a tab stop at the center point of your 
typewriter. Center each line horizontally on a half sheet 
of paper* Use double spacing* 

TH5 kGkSSm HOROaS socim 
Annoimoes 

Pree Tutoring for all Juniors and Seniors 
in 

Physios and Chemistry 
Wednesdays and Thursdays 
3:4^ to ^$30 p.n* 
Rooos 107 and 109 



SFEIiLDfQ TSST 



Instructions! Number doim the paper from 1 to 20 and spell each word 
corivctly in the past tense foim as it is dictated* 



1* 


excelled 


11* 


incurred 


2. 


oonforred 


X2« 


projected 


3# 


deferred 


13. 


differed 


4. 


acquitted 


14. 


controlled 


3* 


offered 


15. 


transferred 


6. 


worshipeu 


16. 


equipped 


7. 


occurred 


17. 


ooirpelled 


d. 


counseled 


13. 


debited 


9. 


credited 


19. 


opened 


10. 


remitted 


20. 


traveled 
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TOUCH U(m USSJ! 



Instruotiona: Read touch note loaterial ailently under timing and have 
the students raise their hands the oooent they have 
finished reading* 

Total nunher of words in laaterial; approxioately 160 
Length of timing: 30 seoonds A 

60 seconds B 

70 seoonds C 

80 seconds D 

For further testing on this material, the teacher ma^ 
call on different students to read certain phrasest 
sentences, or paragraphs aloud* 



SWmmD SFESD TEST 

y 

Instructionss Dictate material at 30 , 60, 70, and 80 words a minute. 

The students write each of these timings m shorthand, 
correcting any errors with an asterisk as they write. 
Select the hi^st speed timing with the fewest unooz^ 
rected errors* 



TR&HSCBIFTIOlf TBST 



Instructionss After practicing the preview words, two letters will he 
dictated, each at 30 words per minute* The student is 
to scan his touch notes and select one letter to be 
transcribed correctly on the typewriter, within a five- 
minute time limit* 



4 
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